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FI RE COVMUNI CATI ONS OFFI CER |

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Enpl oyees in positions of this class performentrance-1|evel work
in operating comunications equipnment, keeping records, and
other duties in the communications center of the fire
depart nment. They dispatch fire fighting equipnment and keep
sinple records of these activities follow ng departnent
procedures. Duties of this class are non-supervisory in nature
and require the ability to act independently follow ng standard
operating procedures. Communi cations officers report to and
have work reviewed by a fire comunications officer I1l. This
class ranks directly below that of Fire Communications Oficer
1.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Transmts information on fire and di spatches units.

Keeps track of location and condition of each unit at all
tines. Recei ves and transmts nessages to and fromthe fire
scene and to and fromrel at ed department personnel. Notifies all
specified officers or special units of all working fires.

Calls anmbul ance service, utilities conpany, and any other
required agencies, for assistance at the fire scene or in
enmer genci es, when necessary.

Tests equi pment such as fire radios, fire telephones, alarm
bells, public address systems, or recording equipment as
prescri bed by departnment policy.

Keeps logs, records, files, and lists by making entries on a
regular basis or by periodically reviewing and wupdating
i nformation.

Prepares for shift change by briefing oncom ng shift or by being
bri efed by out going shift, checking records fromprevious shift,
or assenbling necessary supplies and equi pnment.

Perfornms rel ated duties assigned.
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QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be met by the filing deadline for application for adnission to
t he exam nati on.

Must neet all requirements of the Municipal Fire and Police
Civil Service Law, including being a citizen of the United
St at es and passing a civil service exam nation for the position.

Bef ore enpl oynent, nust pass a nedi cal exam nation designed to
show good health and the physical abilities necessary to perform
the duties of the position.

Must not be | ess than eighteen (18) years of age.
Must possess a valid driver’s license.

Must present docunentation indicating, at a mninmum that the
appl i cant has nmet the mninmum high school graduati on
requirements necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunmentation shall include at | east
one of the followng: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must have at |east one (1) year of experience in general office
wor K.

Must present a certificate, verifying ability to type at | east
thirty-five (35) words per m nute.
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